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The use of computer technology for the storage and rapid retrieval of 
information about instructional media requires the development of nationally accepted 
guidelines or standards for catalog information and computer input. The Department 
of Audiovisual Instruction (DAVI) organized a task force to develop standards for 
cataloging educational media and coding standards for computerized cataloging and 
scheduling. In cataloging educational media certain information will be required from 
the computerized process. Standards are offered for the following elements of 
catalog entries for instructional material?: Title, Type of medium, Physical description, 
Maturity range of intended user, Content description, Year of production or release, 
Producer-sponsor-distributor. Subject headings, Classification and identification 
numbers, and Format. To facilitate information exchange between libraries and 
resource centers a coding system was recommended which allows for flexibility to 
accomodate future expansion and permits application to both manual and automated 
cataloging and scheduling procedures. Standards were written for an identification 
number incorporating a media code, storage code, year code, sequence number and 
a print/copy number. Other codes were developed for such elements as title, level, 
length, etc. (Author/ JY) 
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INTRODUCTION 



Rapid expansion in the field of instructional media has brought sharply 
increased responsibilities to those people concerned with the services which 
support the instructional program. The "ground swell" of interest in media, 
the veritable deluge of newly produced instructional materials, and the gro- 
wing commitment to their effective use have focused attention on the need for 
new approaches and greater efficiency in all facets of media programs. 

As a result of mounting pressures, personnel in instructional materials 
centers urgently seek new methods for the storage and rapid retrieval of 
information about media. They also need more efficient booking and scheduling 
systems for processing the requests of users. Fortunately, the increased 
dimension of today's task comes at a time when new tools to cope with it are 
available. In the larger centers, computer technology i« being used for both 
cataloging and scheduling. The possibility of sharing, by means of the compu- 
ter, a national pool of information about materials and the potential exchange 
of information among local, regional, and national resource centers are espe- 
cially intriguing. The use of computer technology for these purposes, however, 
requires the development of nationally accepted guidelines or standards for 
catalog information and computer in-put. 

In recognition of this need for standards, the Department of Audiovisual 
Instruction organized in 1966 a Task Force on Computerized Cataloging and 
Booking of Educational Media. Two groups of this Task Force were assigned 
responsibilities for developing (1) standards for cataloging educational media 
and (2) coding standards for computerized cataloging and scheduling. The work 
of these two groups is reported in this document. 

Group I addressed itself to the question of what elements should be incor- 
porated in catalog descriptions and how these elements should be expressed 
and arranged. Guidelines relating to the following items were developed: (1) 
title; (2) type of medium; (3) physical description; (4) maturity range; (5) 
content description; (6) year; (7) producer-sponsor-distributor; (8) subject 
headings; (9) classification numbers; (10) format. 

Group I considered its task one of developing standards for the finished 
product (the printed catalog or card entries). Its concern was with the kind 
of information required from the computerizing process and not with the form 
of computer in-put. 



Group n developed coding standards essential for establishing the 
compatibility needed to facilitate information exchange between libraries 
and resource centers. The coding system, designed by Group n, allows 
for flexibility to accomodate future expansion and to permit application to 
both manual and automated cataloging and scheduling procedures. Standards 
were written for an identification number incorporating a media code, storage 
code, year code, sequence number, and a print/copy number. Other codes 
were developed for such descriptive elements as title, level, length, producer/ 
publisher, and physical specifications. 

Since Group I and Group n worked independently, minor variations in 
designating types 0 f media, maturity range, and physical description appear 
in their reports. However, the two reports are in most respects considered 
to be mutually reinforcing. Group I attempted to summarize what the field 
required in the reporting of information about media. Group n attempted to 
specify how some of this essential information can, or should be, conveniently 
coded for computerized storage and retrieval. 

The development of standards on a national basis is extremely difficult, 
yet such standards would seem to be imperative if the field is to exploit fully 
the advantages of modern technology and meet its developing responsibilities 
in respect to instructional media. The content of this report should constitute 
a good beginning. Further refinement of this beginning can be accomplished 
by considered reaction from the field. Such "feed-back" from people working 
with instructional materials is invited and encouraged. 
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GROUP I 



Report of Committee on Standards for 
Cataloging Educational Media 

Ford L. Lemler, Chairman 



This report is an attempt to develop guidelines and standards for 
reporting information on instructional media to be incorporated into a 
computerized storage and retrieval system. The report summarizes 
the Committee’s 1 thinking in regard to catalog entries for instructional 
materials and attempts to set standards for the following elements: 



I. 


Title 


VI. 


Year 


n. 


Type of medium 


vn. 


Producer-Sponsor-Distributor 


m. 


Physical Description 


vm. 


Subject Headings 


IV. 


Maturity Range 


DC. 


Classification and Identification 
Numbers 


V. 


Content Description 


X. 


Format 



*The Committee working on these guidelines includes: 

Charles Bollmann, Instructional Media Center, Michigan State 
University 

Katherine W. Clugston, Descriptive Cataloging Division, Library 
of Congress 

Ford L. Lemler, Audio-Visual Education Center, University of 
Michigan 

Glenn D. McMurry, Film Distribution, University of Southern 
California 

Braxton Preston, Educational Products Information Exchange, 
New York City 

William J. Quinly, Educational Media Center, Florida State 
University 

Betty Stoops, Visual Aids Service, University of Illions 

Burton A. Weekes, Film Rental Library, Syracuse University 

Carolyn I. Whitenach, Educational Media, Purdue University 

In its study, the Committee borrowed liberally from, and checked its 
judgments against, the references listed in the Bibliography. 
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I. TITLE 



1 . Official Title 

The official title for catalog entries will be that title which appears 
on the material itself. Variations from this title which may at 
times be used in announcements, brochures, advertisements or 
producers' catalogs are considered to be inaccurate. 

2. Subtitles 

Frequently the main title is supplemented by a further explanatory 
subtitle. This subtitle should be included in the catalog entry. Again, 
the correct subtitle should be entered (insofar as possible) as it 
appears in the material including the producer's punctuation which 
separates main title from subtitle. If the producer has not indicated 
punctuation for this purpose, the main title should be separated from 
the subtitle by the use of a dash. In no case (even though the producer 
has done it) should parentheses be used for this purpose, since paren- 
theses are to be used for other functions in the catalog entries. If 
the subtitle has several parts, these parts will be separated by semi- 
colons. 

Examples 

Bamboo: Plant of a Thousand Uses (Punctuation of Producer) 
Gravity - How It Affects Us (No punctuation in film) 

Percent - Why and How (No punctuation in film) 

Contemporary Scandinavia - Common Purposes; Individual 
Differences (No punctuation by Producer) 

First Men Into Space - Solving the Space Survival Problems 
(Producer used parentheses) 

3. Parts 

The word ’’part, " when used in a title, should be abbreviated "Pt. " 
and followed by an Arabic numeral. 

Examples 

The Fluid Dynamics of Drag, Pt. 1 
Golden Twenties, Pt. 2 
Shape Description, Pt. . 
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4. Symbols and Numbers 



Symbols and numbers which appear as the first words of a main 
title shall be written out to permit computer assisted alpha- 
betizing'. 



Examples 

Twenty-four Hours of Progress 
Twenty-nine Boom and 30' s Depression 

5. Articles 

Main titles, including foreign language titles, which begin with 
articles such as "A, " "An, " and "The, " should appear in the 
catalog listing exactly as they appear on the material. Filing 
or alphabetical listing will disregard the articles. The article 
should not be placed after the title. (Note: Some members of 
the Committee felt that if articles at the beginning of titles 
complicates computerized alphabetization, they should be 
dropped. ) 



Examples 



The Toad and Turtle Race (NOT Toad and Turtle Race, The) 

La America del Sur (NOT America del Sur, La) 

6. Proper Names 

When proper names appear in the title, they should be included 
exactly as they are used in the title on the material. 

Example 

Benjamin Franklin (NOT Franklin, Benjamin) 

7. Editions 

When an item is revised or released as a second or third version 
of an original title, it shall be referred to as an edition. An 
item shall not be considered a second or third edition unless it 
has the same title as the original. Only second, third or 
subsequent editions should be indicated. 
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8. Change of title 



a. When an item has been revised and the title for it has been 
changed, this fact shall be noted at the beginning of the 
content description. 



Examples 

Percent - Why and How (Indicate at the beginning of content 
description: Revised version of "Percent in Everyday Life") 
First Aid on the Spot (Indicate at the beginning of content 
description: Revised version of "First Aid") 

b. When an item has been previously released under a different 
title, this information should be designated in the content 
description. 



Example 

Hawaiian Native Life (Indicate at beginning of content des- 
cription: Formerly titled "People of Hawaii. ") 

9. Series 

A group of related items produced under the direction or sponsor- 
ship of one organization for the same audience and the same general 
purpose is a series. If an item being cataloged is part of a series 
or subseries, the correct series title must be designated. Ordi- 
narily, this information is obtained from the title frame or from the 
producer’s literature (although the latter is not always reliable). 

The title’s proper location in an organized series should be indicated 
if that fact is important. 

Examples 

Title: Jazz in the Concert Hall (Motion Picture) 

Series Designation: (Young People’s Concert Series) 

Title: Death of Socrates 

Series Designation: (You Are There Series) 
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10. Subseries 

If a major series includes subseries titles, the major series 
title and the subseries titles will be entered. 

11. Capitalization 

In writing the titles of media, accepted English rules of 
capitalization should be observed. 

12. Foreign Language Notes 

If the sound track is in a different language from the title on the 
material, the language used in the sound track should be reported 
in parentheses after the title. 

Examples 

Passion for Life (French) 

My Trip Abroad (German) 

13. Excerpts, Adaptations, and Abridgements 

In the case of films, alteration of an existing production through 
excerpting, adaptation, or deletion should be noted by reference 
in the content description to the title of the film which has been 
so modified. 

II. TYPE OF MEDIUM 

1 . The type of medium being cataloged should be designated in 
parentheses immediately after the title. 

Examples 

Wheat Country (Motion Picture) 

Passion for Life (French) (Motion Picture) 

2. The types of media, differentiated and identified in this way, 
will include the following: 
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a. 


Motion Pictures 


1. 


Pre-Recorded Audio-Tape 


b. 


Motion Picture - 




Reel to Reel Cartridge 




Loop Cartridge 


m. 


Pre-Recorded Audio-Tape 


c. 


Motion Picture - 




Loop Cartridge 




Reel to Reel Cartridge 


n. 


Programmed Instruction 


d. 


Kinescope 


0 . 


Kits 


e. 


Video Tape 


P- 


Art Prints 


f. 


Filmstrip 


q. 


Charts 


g. 


Slides 


r. 


Maps 


h. 


Transparencies 


s. 


Globes 


i. 


Study Prints 


t. 


Dioramas 


j. 


Phonodiscs 


u. 


Models and Mock-ups 


k. 


Pre-Recorded Audio 


V. 


Specimens, Realia 




Tapes 


w. 


Sheet Music 






X. 


Books 



El. PHYSICAL DESCRIPTION 

1 . Length 

The length (running time) of motion pictures, motion picture - loop 
cartridge, motion picture - reel to reel cartridge, kinescopes, video 
tapes, phonodiscs, pre-recorded audio tapes shall be stated in minutes. 

The length of filmstrips shall be expressed in number of frames. 

The length of sound filmstrips shall be expressed in terms of both 
minutes and number of frames. The length of programs in pro- 
grammed instruction shall be expressed in number of frames and 
number of pages (if program is in book format). 

2. Number of Items 

Designate the number of items in kits and in sets of slides, study 
prints, transparencies, art prints, maps, etc. 

3. Size 

The significant size (dimensions) of the various media should be 
designated . 



4. Verbal Accompaniment 

Designate whether the material is sound or silent. The form of 
verbal accompaniment and/or sound track in each catalog item 
should be expressed to indicate whether this verbal accompaniment 
is magnetic, optical, or in the form of captions, record or 
script (manual). In the case of films, it is necessary only to 
designate those items which have a magnetic track since it can be 
assumed to be an optical track if not otherwise categorized. 

5. Playback Speed 

The playback speed of phonodiscs should be indicated in rpm 
(revolutions per minute). The playback speed of pre-recorded 
tapes should be expressed in ips (inches per second). The pro- 
jection speed of films should be stated in frames per second when 
different from the standard sound speed of 24 frames per second. 

6. Mode of sound recording 

Designate whether the sound of phonodiscs and/or pre-recorded 
audio tapes is monophonic or stereophonic by the words "mono" 
and "stereo". 

7. Color 

The nature of stock used for motion pictures, filmstrips, slides, 
video tapes, study prints, art prints, and transparencies should 
be indicated to show whether the item being cataloged is in 
black and white, color, or sepia. 

8. The data on programmed instruction items should designate whether 
the material is in book or machine format. If the program is in 
machine format, the type of machine needed should be indicated. 

9. Table I is a check list of designations to be included in the physical 
description of "non-book" media. 
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